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It is my pleasure to welcome you to the Ontario 
Public Service and to wish you every success in your 
career in government. 


Considerable effort is being devoted to help fami- 
liarize new employees with the role and work of 
government, and in particular, with the programs of 
the specific Ministries for which they work. For us 
in the Civil Service Commission, one direct result 
Of sthis ongoing effort has been the publication of 
the Orientation Handbook. 


Given the special nature of the Commission as "The 
Employer" for the entire Ontario Government and its 
nearly 70,000 employees, our staff is in a unique 
position to acquire a oroad understanding of the 
complexities of management of a very large and 
diverse workforce. The Orientation Handbook is an 
important tool as it enhances the effectiveness of 
those in the Public Service instrumental in helping 
other civil servants better understand their respon- 
Sibilities and rights. 


The effective sharing of information is, in my view, 
essential to the development of an effective work- 
force to service the people of Ontario. Through 
YOUR WORK, your wilt, bes contributing to our mutual 
effort, and in the process, I hope you find it to be 
a challenging and rewarding experience. 


Bape. 


George R. McCague 
Chairman 
Management Board of Cabinet 


Digitized by the Internet Archive 
In 2023 with funding from 
University of Toronto 


https ://archive.org/details/31/61119726636 
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I would like to take this opportunity to welcome you 
as a new staff member to the Ontario Civil Service 
Commission. 


This orientation booklet is designed to give you a 
general understanding of the various program areas 
within the Civil Service Commission. 


By) VOUtSiAtng ours ivariouss program areas, it jis 
intended to help you gain a better understanding of 
Our responsibilities to serve the needs of manage- 
ment in line ministries for appropriate guidance in 
personnel-related matters, as well as to serve the 
needs of the government as an employer of nearly 


70,000 people serving the Ontario public. 


I wish you every success in your work with us. I 
trust that, in contributing to the public service, 
you will find opportunities to develop your own per- 
sonal abilities. 


Kind regards, 


G.  H. Waldrum 
Chairman 
Civil Service Commission 
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CIVIL SERVICE COMMISSION 
Origins and Goals 
Organizational Relationships 
OFFICE OF THE CHAIRMAN 


CIVIL SERVICE COMMISSION 
Policy and Decision-making Processes 


A. General Procedures 
mid Decision-making Bodies/Discussion Forums 
4 The Civil Service Commission 
ae Senior Management Committee 
ar General Staff Conference 


PUBLIC SERVICE APPEAL BOARDS 
PERSONNEL AUDIT BRANCH 


SENIOR APPOINTMENTS 
AND COMPENSATION SECRETARIAT 


SYSTEMS PERSONNEL: STANDARDS 
AND TRAINING BRANCH 


STAFF DEVELOPMENT BRANCH 


A. Planning and New Programs 
B. Career Counselling 

Cs Staff Development Services 
Dis Staff Centre 

BE. French Language Services 
FY, French Language Projects 


RECRUITMENT BRANCH 
A. Policy Section 
Bi Staffing Section 
Cc. Training Section 


STAFF RELATIONS DIVISION 
A. Staff Relations 
Be Pay Research 
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I NDE X (continued) 


COMPENSATION DIVISION 


BENEFITS POLICY BRANCH 
A. Benefits 
By Pension Coordination 


CLASSIFICATION BRANCH 
A. Classification 
B. Classification Standards 


PAY POLICY AND ADMINISTRATION BRANCH 


A. Pay Determination 
Bi. Pay Administration 
Ci Technical Support 


ADMINISTRATIVE SERVICES BRANCH 
A. Support Services to Other Branches 
in the Civil Service Commission 
Ase Personnel Services 
and Affirmative Action 
eindncial and Program Analysis 
Personnel Data Systems 
Manual of Administration 
Project Services 
Library 
Civil Service Commission Secretariat 
eneral Government-wide Services 
Communications and Publicity 
Chaplaincy Services 
Charity, Trust Office 
Quarter-Century Club 
Ca Other Responsibilities 
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CIVIL SERVICE COMMISSION 


ORIGINS AND GOALS 


The Civil Service Commission was Created by The Pub- 
lic Service Act to develop guidelines and defini- 
tlons for administration of employees in the Cntario 
Public Service, and to address issues related to 
these. 


Although the Commission is often referred to as the 
central personnel agency oF the Ontario Government, 
much of the actual personnel administration such as 
Classification and Staffing is delegated by the csc 
through the deputy ministers of various ministries 
to ministry personnel branches. 


The CSC does, however, retain the policy-making 
function with regard to “people management"; and it 
is therefore our task to ensure that the programs of 
government can be staffed with the aooropriate 
number of qualified and motivated people so that 
Services are able to be Properly delivered to tha 
puOvie. 


in its capacity as employer, the gover 
also ensure that the treatment of its emp 
equitable in terms of Day, benefits, and working 
conditions. At the same time, these employee- 
related expenditures must be consistent with the 
responsible use of public funds. 


Thus, corporate personnel management in government 
Operates within somewhat different Parameters than 
the private sector in that it recognizes the need 
not only for effective Program delivery, but also 
for sound employment Practices and the acceptable 
use of public monies. 
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GENERAL ORGANIZATIONAL STRUCTURE 


| Management Soard | 
en See ee ee 
Current Composition: 


« Chairman of 
Management 30ard 


+ Treasurer and Ministry 
of Treasury and Economics 


+ Provincial Secretariat 
for Social Development 


+ Provincial Secretariat 
for Resources Development 


« Ministry of Consumer 
and Commercial Relations 


« Ministry of Northern 
Affairs 


- Ministry of Revenue 


« Ministry of Government 
Services 


MANAGEMENT BOARD OF CABINET 
$$ NET 


Management 3o0ard 


of Cabinet 


Chairman and 
Deputy Minister 


Civil Service 
Commission 


Commissioners 


Civil Service 
Commission 


Civil Service 
Commission 


Secretary 
(Deputy Minister) 


Management Soard 


of Cabinet 
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Management 80ard | 
Secretariat 
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CIVIL SERVICE COMMISSION 


ORGANIZATIONAL RELATIONSHIPS 


The Civil Service Commission, as all ministries and 
agencies of government, reports to a cabinet minis- 
ter. However, this specific cabinet post is not 
titled "Minister of the Civil Service Commission". 
Instead, the minister's title is "Chairman of the 
Management Board of Cabinet". "Management Board" is 
a committee of cabinet which is responsible for co- 
Ordinating the financial and administrative Opera- 
tions of the Ontario Government and for representing 
the government as an employer. 


Reporting directly to the Management Board of Cabi- 
~het are separate organizations, each headed Dy can 
individual with full rank and status as a deputy 


minister: the Management Board Secretariat, headed 
by the Secretary; and the Civil Service Commission, 
headed by the Chairman. Management Board Secre- 


tariat coordinates the administrative policies, 
including the budget estimates for each ministry and 
government program. The Civil Service Commission is 
responsible for corporate versonnel policy: -The two 
bodies work closely together on colicies which 
affect the employees of the Ontario Public Service, 
Particularly as the Management Board of Cabinet is 
defined by law as representing the government as 
employer. 


The Civil Service Commission itself is divided into 
two parts: the Commission, with its board of six 
Commissioners; and the staff of the Commission. The 
Commissioners' responsibilities can be summarized as 
follows: to ensure the continuance of the concepts 
of public service; e.g., the merit principle, equit- 
able treatment, and appropriate pay. THE "statt “of 
the Commission, through mechanisms consistent with 
relevant legislation, develop policy which 2 can 
attract and maintain the appropriate quality, num- 
ber, and distribution of staff to deliver government 
programs. 


pT ABTMAD Be 


ames eivasi os 
emt ne pa a9 
aWwen 


es 
ae | >) 


« 


% & w = 


im 
4 
“SS. od 
at ewe 
-~ 


; 
- 
e 
“ 


 @y ee * 
= 


. 
g 
"> 


_ 


‘4 


= 
Lo 


a 
oJ 


et. 
7 a Is 


nw Oo a 
. 


am a he ese 


t 
o 
a 

« 


Chairman 


Management Board of Cabinet 


Chairman and Veputy Minister 


Civil Service Commisston 


Director 


Administrative Services 


Branch 
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Director 
Personnel Audit 
Branch 


Secretary 


Director 


Recruitment 
Branch 


Director 


Staff Development 
Branch 


CIVIL SERVICE COMMISSION 


STAFF ORGANIZATION CHART 


Director 


Systems Personnel: 
Standards and Training 
Branch 


Executive ee ae 
Senlor Appointments 
and Compensation 


Executive Director 


Staff Relations 
Diviston 


Director 


Classif tcatton 
Branch 


Executive Dlrector 


Compensation 
Diviston 


Director Director 


Benef Its Policy 


Pay Pollcy and 


Branch Administration Branch 
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OFFICE OF THE CHAIRMAN 


The Chairman of the Civil Service Commission has two 
Primary responsibilities: 


De. As Chairman of the csc 
eeedaeome i eee GUS: COC 


The Civil Service Commission Lsy.@ e-forum. of 
Senior civil servants and includes a private 
Sector representative, all appointe by the 
Lieutenant Governor in Council. The Chairman 
and Commissioners are responsible for the over- 
Hd, palicy. development and implementation of 
personnel matters involving the merit Pprinci- 
Dle, the appropriateness of compensation, per- 


formance appraisal, performance management, and 
Staff training and development (see . also 
Pages 8-9). 


B. As Deputy Minister 


The state Bt the Civil Service Commission oon- 
SiSts, icf ivil/oublic servants responsible to 
the ae eb for the ongoing development and 
administration of cersonnel policies, as 
ceguired generaliy Oy the Cntario Public Sar- 
vice. AS deputy minister of this Statiy. the 
Chairman is responsible to the minister for the 
Overall administration of the divisions and 
branches of the Civil Service Commission. 


A. 


CIVIL SERVICE COMMISSION 


POLICY AND DECISION-MAKING PROCESSES 
SR ES SUNT MAKING PRO 


General Procedures 
eee ee CCU LES 


when a particular section of the Commission 
develops a policy paper, the procedure for its 
adoption and implementation begins with submis- 
Sion to the Branch Director: Bach . Branch 
Director is designated a "Subject authority” 
for particular areas of Personnel, as set out 
in the Manual of Administration. Subject 
authorities must ensure that all matte 


r 
including those from other Oranches and mini 
tries and the Personnel Council, which m 
impact on a particular policy, are considera 
and that policies are Kept up fo. date in t 
manual. 


<a 


The proposed Policy is reviewed at the di i- 
Sional level (where approodriate), then directag 
to Senior Management Committee for review. Le 
approved by Senior Management Committee, the 
bolicy is then submitted to ane Civil Service 
Commission itself for approval. Tf there are 
financial implications to the Policy, Or af the 
policy requires Order-in-Council Dproval 
(Cabinet), the policy must also be reviewed by 


Management Board. 


Once these approvals have been obtained and, 
Provided the policy has not yet been developed 
for publication’ in the Manual of Administra- 
tion, the Branch Director nas 4 Graft policy 
Procedural statement drafted. cu ALL CAaSOS , 
the final wording is subject to review by 
Senior Management Committee. 


In addition, the Chairman may decide to review 
a proposed policy with the Deputy Ministers' 
Council. 


Once approved, the policy, procedure, and/or 


‘interpretation is issued by the Chairman, 


usually with the relevant Pages of the Manual 
of Administration attached. 
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POLICY AND DECISION-MAKING PROCESSES (continued) 


a. Decision-making Bodies/Discussion Forums 


Le THE CIVIL SERVICE COMMISSION 
Composition 


The Commission is headed by the Chair- 
Manapiaiae SccONnSiStsiof “saxtypart=time 
members, known as Commissioners, 
Primarily appointed from the senior 
esecukevey ustructure ‘ofiy thet Ontario 
Government, but also including a repre- 
sentative from the business community. 


General Information 


The Chairman and Commissioners meet 
weekly, or as required oy the Chair- 
man. 


The Commission itself is established 
under The Public Service Act, and is 
the formal decision-making body for a 
wide range of matters delegated to it 
under The Public Service Act. 


In addition, the Commission meetings 
are: 


a forum for discussion and the 
exchange of ideas 


sehangjoppeortunity for the Chairman 
and senior Commission staff to 
report on current programs and 
activities in which staff are 
involved. 


Meeting Administration 


The Executive Assistant to the Chair- 
man is recording secretary to the Con- 
mission; all aspects of normal agenda 
administration are the responsibility 
of the Administrative Services Branch, 
Office of the Civil Service Commission 
Secretariat. 


B. 


POLICY AND DECISION-MAKING PROCESSES (continued) 


Decision-making PBodies/Discussion Forums 


(continued ) 


The agenda is prepared for each meeting 
in the following order: 


Preliminary matters (includes the 
approval of minutes of the pre- 
vious meeting) 


- Discussion items (includes the 
consideration of policy papers 
and matters of personnel adminis- 
tration) 


Delegated items (includes those 
items of a routine nature which 
the Commissioners have delegated 
CO; Cone eS Cya rr nen,: SUCi a ae.  JCrLe 
approval of certificates of 
appointment, etc.) 


Information items (includes-those 
items which are of interest to 
the Commissioners, but where no 
discussion is anticipated) 


Other business 


SENIOR MANAGEMENT COMMITTEE 
General 


Established by the Chairman, members 
include specified senior staff of the 
Civil Service Commission. 


This meeting precedes the Civil Ser- 
vice meeting and is designed to brief 
the Chairman and ensure a broad review 
of matters being directed to the Com- 
mission itself for ratification and/or 
further approval. It is also designed 
as a forum for reviewing key issues 
facing the Commission and as the final 
decision-making body on internal man- 
agement of the Commission. 
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POLICY AND DECISION-MAKING PROCESSES (continued) 


o. 


Decision-making Bodies/Discussion Forum 
eos ee) Se ES ESS 


(continued ) 


Meeting Administration 


The Director, Administrative s 
Branch, acts as recording secr t 
all arrangements vis-a-vis ag 
managed by the Citice of hg G 
tariat in the Administrative 
Branch. 
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GENERAL STAFF CONFERENCE 


General 

Established by the Chairman, members 
include all executives within the Civil 
Service Commission, certain dasignared 
managers from the Administrative Ser- 
vicés Branch, and the Chairman of Per- 
sonnel Council. The conferance meats 


bi-weekly. 


The purpose of these me2tings is three- 


fold: 


» 0 provide for a regular exchange 
of information on all Commission 
programs and activities; 


+ £0 ProvidemMGhe eoportunity for a 
general review and discussion of 
Specific subjects/activities; 


- to introduce new staff members to 
Commission management generally. 


Meeting agendas are designed to provide 
for regular information exchange or to 
focus on specific topics. 


Meeting Administration 


The Director, Administrative Services 
Branch, acts a4$ .recording secretary; 
all agenda preparation, etc. is managed 
by the Office of the CSC Secretariat. 
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APPEAL BOARDS 


Sargaining Unit Employees Management Excluded Classes 


Labour Relations Crown Employees Public Service Classification 
Tribunal Grievance Settlement. Grievance Rating Committee 
Board Board 


Secretary 


Appeal Soards 


> ee) 


PUBLIC SERVICE APPEAL BOARDS 


For those employees in the Dargainmang, unre, thesoP 
Labour Relations Tribunal and the Crown Emplovee 
Grievance Settlement Board are established under the 
Crown Employees Collective Bargaining Act’ to settle 
disputes arising from such employees or their bar- 
gaining agents. The Tribunal deals with questions 
of union representation; fair bargaining practices 
by both management and union; Gisciptinary action 
against both management and union; and decisions as 
to who is in or out of the bargaining unit. It also 
administers the act by Overseeing the collective 
bargaining process and the resulting agreements 
between the employer and the bargaining units. 


DIN WN 


The Grievance Settlement Board deals with employee 
grievances such as dismissal, suspension, promotion, 
demotion, transfers, salary increases and the like, 
including union policy grievances requiring inter- 
pretation of the collective agreements between the 
bargaining unit and the employer. 


The Crown Employees Collective Bargaining Acé 
(CECBA) governs collective bargaining between the 
crown represented by Management Board of Cabinat ang 
crown employees in the various ministries and crown 
agencies. A number of unions represent the differ- 
ent bargaining units among crown employees. The 


largest of these is the Ontario Public Service 
Employees Union (OPSEU), which represents all public 
servants (civil servants and unclassified staff) who 
are subject to collective bargaining. 


The Public Service Grievance Board and the Classi- 


fied Rating Committee were established under The 


Public Service Act, and perform similar functions as 
the Grievance Settlement Board for some persons in 
classes or positions excluded from the bargaining 
vp cee 


CSC employees who are not in more senior management 
positions may present their grievances on working 
conditions, alleged unfair disciplinary action, or 
dismissal, to the Public Service Grievance Board. 
The Chairman of this board is not a civil servant 
and no more than one civil servant sits on the board 
at any one time. 
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PUBLIC SERVICE APPEAL BOARDS (continued) 
Seoalenetpsniats kre Site ee an WATS: 


The Classification Rating Committee deals solely 
with job evaluation matters and usually sits with 
one member from a ministry not involved in the 
grievance, 


These boards and tribunals are composed of persons 
who do not have a direct interest in the dispute and 
are able to decide the issue impartially. With 
minor differences, all of the decisions reached by 
the appeal tribunals are final and binding on the 
Parties, although dismissal cases appearing before 
the Public Service Grievance Board may be referred 
to the Lieutenant Governor in Council. 
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PERSONNEL AUDIT BRANCH 
= Nev deal tata eB ATS I 


Chairman 
Civil Service Commission 


| 


a ae 


Director 


Personnel Audit 8ranch 


Project 
Coordinators 


This branch is responsible for auditing the applica- 
tion of corporate personnel colicies and procedures 
developed by the Civil “Services Commission, On -.a 
Sservice-wide basis. Due to the Size and score of the 
Ontario Public Service and the wide range of its per- 
sonnel policies, most audits are carried Cub on, a 
Sampling of ministries or Subject material. 


5] 


- 
- 


The personnel audit Program has three primary objec- 
tives: 


(a) to identify and evaluate ministry and service- 
wide patterns of compliance in the application 
of corporate personnel policies and procedures 
as a basis for corrective action where neces- 
sary; 


(6b) to identify potential for improvement in the 
policies controls and administrative practices 
of the personnel systems examined; 


(c) tO. communicate findings and recommendations 
objectively and in a manner which Will facili- 
tate corrective and/or constructive action. by 
the ministries and/or the Commission. 
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SENIOR APPOINTMENTS ANO CCMPENSATICN SECRETARIAT 


Chairman | Chairman 
Premier Civil Service Management 30ard 


Commission | of Cabinet 


| | 


2 ON execuTive e on establishment,- 
on 2aopointments development, man- structure and 
To execuTive power planning classification of 
structure and appointments execuTive oositions 
. ’ ° 
’ ° . 
. ° . 


The Senior Appointments Advisory Committee 


Current Composition: 


. Oeoputy Minister, Office of the Premier, and 
Secretary to the Cabinet 


» chaieman, Civil Service Commission 

- Secretary to the Management 30ard of Cabinet 

- Deputy Treasurer and Deputy Minister of Economics 
- Ceputy Provincial Secretary for Socia! Development 
- Deputy Provincial Secretary for Justice 


.« Secretary, Policy and Priorities B0ard of Cabinet 


Chairman 
Civil Service Executive Secretary 
Commission 


Senior Appointments and Compensation 


Senior Advisors 
Executive Manpower 
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SENIOR APPOINTMENTS AND COMPENSATION SECRETARIAT 
a ca aie ewer reereeapeay ge eager eee eee BRE LAN AL 


The management of an organization as large and 
diverse as the Ontario Public Service calls for 
high level of executive skill. Special attention 
must be paid to the recruitment, placement, and 
development of such skilled people if the govern- 
ment's programs are to be administered efficiently. 
This “1S the “function--o€- the» Office of ‘Senior 
Appointments and Compensation, whose Executive 
Secretary reports directly to the Chairman of the 
Commission. 


The Office is responsible for policy development on 
executive staffing, compensation, and development; 
the provision of staffing services to fill vacancies 
in the executive classes; service-wide control of 
‘the establishment and classification of executive 
positions; the design and implementation of corpo- 
rate executive development programs; and coordina- 
tion of participation in executive development 
activities outside the public service. 


Staffing and development activities are facilitated 
by an inventory within the Office which contains 
information: one the: careern histories, asdirations); 
and potentials of all executives in the Ontario Pub- 
lic Service. This inventory makes possible the con- 
Sideration of all qualified executives when senior 
vacancies must be filled. 


This office also provides the secretariat of the 
Senior Appointments Advisory Committee (SAAC), a 
committee of senior civil servants who advise the 
Premier on the appointment of deputy ministers and 
heads of agencies, boards, and commissions, and who 
assist and advise the Chairman of the Commission on 
all matters relating to executive staff in the pub- 
lic service. 
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SYSTEMS PERSONNEL: STANDARDS AND TRAINING BRANCH 
Chairman 


Civil Service: Commission 


Director 


Systems Personnel: 
Standards and 
Training 8ranch 


Personne| Training 
Standards Section 


Disha oe anch was seer Se taietsas OF) ca. -three-vea 
period in order to provide direct service to improv 
personnel management for the systems community. 
During the past two years, the branch has worked to 
develop and implement change within the systems com- 
munity to bring this area in line with other organi- 
zations within the government. The work has included 
the completion of a broadbanding project for employ- 
ees within the systems community, delegation of 
recruitment to ministries, and programs related to 
performance appraisal, training, and manpower plan- 
ning. This particular project will be completed at 
the forecast date of March 1981. 
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STAFF DEVELOPMENT 8RANCH 


Chairman 
Civil Service Commission 


Director 


Staff Development 
Branch 


Planning and Career 
New Programs Counsel ling 
Staff Development Staff Centre 
Services (Kempenfeldt Bay) 
French Language French Language 


Projects Services 
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This branch assists Ontario Public Se: 
and employees in optimizing their le 
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STAFF DEVELOPMENT BRANCE 


mance. Six sections are involved: 


A. 


Planning and New Programs 
er 


This section provides policy, researc 
ooment, and implementation of su 
resources issues as manpower slanning, career 
development, staff training and development, 
performance appraisal, assessment centre tech- 
niques, and the quality of working life. 


Career Counselling 


Here OPS employees are assisted in identifying 
and realizing their full career potential by 
implementing an appropriate career develooment 
program, ideally with the assistance of the 
employees' supervisors. TALS: “Section Madiso 
coordinates the development of policies on all 
aspects of employee counselling and orovides 
administrative services to the Advisors Commit- 
tee on Alcohol and Drug Abuse. 


Staff Development Services 


This section develops and maintains courses, 
seminars, and workshops appropriate to the 
training and development needs of OPS employ- 
ees. These may be designed for a particular 
ministry or for the public service in general. 
The service is provided to all ministries, 
boards, agencies, and commissions on a charge- 
back basis. There is no cost to individuals 
participating in the approved courses. This 
section also provides consulting services to 
assist in solving organizational: problems by 
enabling the identification, analysis, and 
solution of problems by members of the client 
organization. 
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DEVELOPMENT BRANCH (continued) 
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Fae 


The staff centre is located at Kempenfeldt Bay 
mear Barrie and provides residential facilities 
WOLCHe@acer “specifically “to seminars, courses, 
and other OPS meetings. Rooms (usually 
doudle-occupancy), meals, classrocms, and 
audio-visual equipment are all provided at 
costs which easily compete with private enter- 
prises offering Similar total facile se 


French Language Services 


This group provides the appropriate language 
learning experiences for those employees in the 
Cntario Public Service who require a working 
Knowledge of the French language. Participants 
Progress at their own learning rates to bring 
their knowledge of the language up to a working 
level commensurate with management require- 
ments. This service ts provided to the minig-= 
tries on a cost-recovery basis. 


SOMSI Deity for the 
a 


a ated a number of 
Civil "serv tween these two 
provinces. 


In addition, 2 senilorgetticer iof “this section 
is engaged in determining the operational 
requirements for French language training 
throughout the province. 


French Language Projects 


Currently, this area is making a special effort 
to improve customer service in French, particu- 
larly in designated bilingual areas of the 
province. Pedagogical development and advice 
is also provided here. 
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RECRUITMENT BRANCH 


Chairman 
Civil Service Commission 


| 


Director | 


Recruitment 


Branch 


Policy 
Section 


Staffing 


Section 


Training 
Section 
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RECRUITMENT BRANCH 


The Recruitment Branch has, as its primary cbjec- 
tive, the maintenance of ae merit. principle Jin 
Staffing in the Ontario Public Service. It achieves 
this objective through the Provision ‘of * policies? 
Procedures, guidelines, and standards for applica- 
tion by the ministries, boards, agencies, and com- 
M1SSlons of the Ontario Public Service. It provides 
a full range of staffing services to these Minis= 
tries, agencies, boards, and commissions and staff- 
ing training to the personnel administrators and 
line managers of the Ontario Public Service. 


This branch is divided into three sections: 


ihe Policy Section 


This section is responsible for the develop- 
ment, implementation, administration, and 
review of recruitment/staffing and staffing 
control policies as they affect the classified 
and unclassified service, aencaSe , boards, and 
commissions. 


B.. Staffing Section 


To assist ministries in obtaining candidates 
for positions in clerical and office support 
occupations, this office provides a recruitment 
service. Candidates from the general public 
are referred to ministries following skills- 
testing, evaluation, and identification for 
inventory to create a pool of qualified, job- 
ready candidates for employment. A liaison 
service with secondary educational institutions 
is also maintained to familiarize students with 
employment in the government. Tt «las also 
responsible for operating special-needs employ- 
ment programs; e.g., handicapped persons, and 
for the delivery of general employment informa- 
tion to the public. 


The Temporary Services Unit operates the 
government's temporary help program (GO Tempo- 
rary), including recruitment, selection, and 
placement of temporary staff, payroll, and con- 
trol of the utilization of GO Temporary employ- 
ees by the ministries. 
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RECRUITMENT BRANCH (continued) 


Training Section 


This office is responsible for the design, 
development, and delivery of a comprehensive 
program of training in methods and procedures 
of staffing for the personnel administrators 


ang line managers of (the Ontario . Public 
Service. 


STAFF RELATIONS DIVISION 


Chairman 
Civil Service Commission 


Executive Director 


Staff Relations 
Division 


Pay Research 
Section 


Staff Relations 
Section 


25 


iP TaATc 
ayes! Dee Suet t 2 
Wi eae 9 i aa io. 


26 


STAFF RELATIONS DIVISION 


The responsibilities. of the Staff Relations Division 
include all negotiations on behalf of Management 
Board of Cabinet: of wages and salaries, employee 
benefits, and other conditions of employment in the 
Ontario Public Service. It also provides advice and 
assistance to ministries in preparing and presenting 
grievances to the Grievance Settlement Board. MThis 
division represents the government in hearings 
before the Ontario Public Service Labour Relations 
Tribunal and acts as advisor to crown agencies to 
ensure coordination of staff matters within the 
public service. In addition, it develops and main- 
tains procedures which standardize the administra- 
tion of collective agreements and other staff 
relations throughout the Ontario Public Service. 


The Staff Relations Division is divided into two 
sections: 


1Nya Staff Relations 


Staff Relations is responsible for service-wide 
negotiations with OPSEU, which represents bar- 
gaining unit employees in the Ontario Public 
Service. This involves research on manage- 
ment's bargaining position, the selection of 
negotiating committees, recommendations to 
Management Board, and the actual negotiations. 
Liaison is maintained with various crown agen- 
cies governed by the Collective Bargaining Act 
and staff is provided in negotiations and other 
labour relations matters as required. Advice 
and support is also given to individual minis- 
tries in negotiating ministry and local agree- 
ments. 


B. Pay Research 


This section collects, presents, and dis- 
tributes external data on compensation and 
conditions of employment for the purpose of 
collective bargaining and pay determination in 
the Ontario Public Service. In addition, this 
section is responsible for responding to 
requests and enquiries made by other organiza- 
tions for information on compensation in the 
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STAFF RELATIONS DIVISION (continued) 


Pay Research (cont'd) 


OPS, and the exchange of data with these 
organizations. 


This section carries out studies to determine 
the telative position GE the Cntario'  Pubire 
Service to. that of “other employers. ins the 
puolic -and (private, sectors: Surveys of the 


other organizations are conducted and informa- 
tion from additional sources analyzed to deter- 
mine current trends in compensation. Reports 
are then prepared and made available to govern- 
ment negotiators and others involved in the 
collective bargaining and pay determination 
processes. These reports, form part of the 
recommendations to Management Board on compen- 
Sation changes in the Ontario Public Service, 
the establishment of the government's bargain- 
ing objectives, andthe Justification ,of its 
negotiating position. 
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COMPENSATION DIVIS!ON 


Chairman 
Civil Service Commission 


Executive Director 


Compensation 
Division 


Manager 
Director 


Special 
Compensation and 
Training Unit 


Benefits Policy 
Sranch 


Director 


Classification 
8ranch 


Director 


Pay Policy and 
Administration 
8ranch 
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COMPENSATION DIVISION 


The Compensation Division is responsible for the 
design and application of those systems which deter- 
mine the appropriate compensation for each classi- 
Lied), (position: in.» the) Ontario; Public: Service, 
excluding those positions which are in the senior 
executive structure. These systems include the 
development of vay, benefits, and classification 
policies, each of which is the responsibility of a 
branch within the division. These branches report 
to the Executive Director, Compensation Division, 
who in turn reports directly to the Chairman, Civil 
Service Commission. 


The division also has a Special Compensation and 
Training Unit, which is responsible to the Executive 
Director for providing advice and consultation on 
special compensation problems which have cross- 
divisional/Commission implications, or which relate 
to specialized groups within the Ontario Public 
Service. In this capacity, the unit has a special 
responsibility for maintaining an appropriate rela- 
tionship between compensation systems employed for 
the general management and the executive struc- 
tures. In addition, the unit provides advice and 
consultation on the use and application of current 
and emergent technologies in the compensation field; 
@.g., computerization of the job-evaluation process, 
and provides a range of training services in new 
methodologies/approaches in compensation to person- 
nel specialists and managers across the service. 
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BENEFITS POLICY BRANCH 


Executive Director 


Compensation 


Director 


Benefits Policy 
Branch 


Pension 
Coordination 
Section 


Benefits Policy 
Section 
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BENEFITS POLICY BRANCH 


Within certain financial and bargaining constraints, 
this branch develops, maintains, and advises upon 
the Ontario Public Service employee benefits pro- 
gram, and coordinates development and implementation 
of policy on some fifty public-sector pension plans. 


There are two sections in this branch: 


ay, Benefits 


This section deals with benefits policy for the 
civil service. It works closely with the Staff 
Relations Division to prepare management's 
bargaining position on benefits and develop 
recommendations regarding the Public Service 
Superannuation Fund. The section also provides 
advice and guidance to the Employee Benefits 
Branch and the Employee Data Branch of Govern- 
ment Services, who implement the policies on 
pensions, ‘insured benefits, and negotiated 
benefits. The personnel directors of the 
ministries are also aided by this section in 
interpreting policies, developing guidelines, 
and training their own benefits specialists. 


B. Pension Coordination 


This section is involved in the development of 
overall pension and insured benefits policy, 
which will coordinate the application of the 
more than fifty pension plans in the public 
sector. This entails formulation of a common 
system for evaluating pension plans and related 
insurance benefits. The section works closely 
with the ministries of Treasury and Economics, 
Health, Education, and Colleges and Universi- 
ties to analyze all recommendations for pension 
improvements before submission to Management 
Board. In addition, the section administers 
The Superannuation Adjustment Benefits Act. 
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CLASSIFICATION BRANCH 


Executive Director 
- Compensation 


Director 


Classification 
Branch 


Administrative 
Support 
Section 


Classification 
Standards 
Section 
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CLASSIFICATION BRANCH 


The Classification Branch develops, maintains, and 
administers the classification systems for all non- 
executive positions in the Ontario Public Service, 
subject to collective bargaining constraints. The 
branch is divided into two sections: 


ie Classification 


This section is responsible for the development 
of classification policies and the application 
of classification policies and standards. De 
also monitors position administration and dele- 
gates classification authority to various 
Ministries and government agencies. 


Bs Classification Standards 


The responsibility for development and mainte- 
mance of all classification standards lies 
here. The section also provides expertise to 
government negotiators in reaching agreement 
with bargaining agents on classification 
systems. 
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PAY POLICY AND ADMINISTRATION 8RANCH 


Executive Director 
Compensation 


Director 


Pay Policy and 
Administration Branch 


Pay Pay 
Determination Administration 
Section Section 


Technica! 
Support 
Section 
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PAY POLICY AND ADMINISTRATION BRANCH 


This branch develops the pay technology required to 
meet the needs of the Ontario Public Service, which 
includes policy, pay structures, computerized infor- 
mation systems, and pay application rules. 


This branch is comprised of three sections: 


A. 


Cx 


Pay Determination 


It is here that the specific pay structures and 
specialized systems for classes excluded from 
the bargaining unit are established. The sec- 
tion reviews union pay demands and participates 
in the development of the employer's bargaining 
stance. It also develops the computerized sys- 
tems required to forecast, monitor, and recon- 
cile pay information. 


Pay Administration 


Policies, guidelines, rules, and directives 
governing both regular and premium (overtime, 
holiday) pay are developed and maintained by 


this section. This involves updating the 
Manuals covering pay administration and provid- 
ing advice and guidance to ministries. The 


section is also responsible for rental policy 
of government-owned accommodation to employees. 


Technical Support 


This section maintains the master pay and class 
mecords, controls the input of pay and class 
data into the IPPEB (Integrated Personnel, 
Payroll, and Employee Benefits System) compu- 
ter, performs costing and statistical calcula- 
tions, and makes recommendations to the 
Commission and Management Board. Tt also pub- 
lishes salary schedules and pay directives. 
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ADMINISTRATIVE SERVICES SRANCH 


Chairman 
Civil Service Commission 


Director 


Administrative Services 
Branch 


Personne! Services 
and Affirmative Action 
Section 


Financial and 
Program Analysis 
Section 


Chaplaincy 
Services 
Section 


Charity Trust | 
Services 
Section | 


Manual of 
Administration 


Personnel 
Data Systems 
Section 


Section 


Library 
Section 


Project 
Services 
Section 


Communications 
and Publicity 


Section 


csc 
Secretariat 


Support for Branches in The Commission 


Se 


Services to the Ministries 
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ADMINISTRATIVE SERVICES BRANCH 


i oparrerene min ne 


This oranch performs a number of roles in support of 
the work of the Commission, providing: 


Services to Other Branches in the Civil 


Commission 


The branch supports the operations of other 
branches in the Commission by providing expert 
advi gathering and providing information, 

Bd ining records, and, periodically, exer- 
eising certain delegated internal controls on 
behalf of the Chairman. 


lL. PERSONNEL SERVICES AND AFFIRMATIVE 
ACTION 


This section is responsible for provid- 
ing a range of personnel services to 
the management and staff of the Commis- 
sion and Management Board Secretariat. 
Its functions include advising on bene- 
fits, classification,: and other person— 
nel programs. The Personnel Services 
Manager is also responsible for coordi- 
nating the Commission's Affirmative 
Action Program. Direct accountability 
for meeting AA program goals has been 
delegated to Commission managers. 


FINANCIAL AND PROGRAM ANALYSIS 


h 
° 


This section provides the management of 
the Civil Service Commission with 
advice, analysis, and control services 
on special accounting, budgetary mat- 
estimates, MBR (Management by 
Ss), and internal information 


3 PERSONNEL DATA SYSTEMS 


The data which is often required by the 
Commission on positions, employees, and 
the organization of other ministries is 
maintained here .in hard-copy form. 
This section operates the computer 
systems of the Civil Service Commission 
and provides technical advice and ser- 
yice on matters relating to systems 
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ADMINISTRATIVE SERVICES BRANCH (continued) 


ae 


to. Other Branches nisg) teraves UG sthizal db 


on (continued) 


applications. It: ,also® (serves. ads ta 
liaison with the Employee Data Services 
Branch in the Ministry of Government 


Services which operates IPPEB8S (Inte- 
grated Personnel Payroll Employee Bene~ 
fits System) and related systems; e.g., 


CARS (Central Absence Reporting 
Systems). 
4. MANUAL OF ADMINISTRATION 


The policies and procedures for 
service-wide personnel administration 
are codified in a Manual of Administra- 
tion. The editing, publication, and 
distribution of this manual are handled 
by this section on behalf of the Com- 
mission. Special word processing 
equipment is used for work, and hiaes 
facibity ris available to” the rest of 


the Commission. 


5 PROJECT SERVICES 


A 


Currently, the Commission is undertak- 
j a number of projects for which pro- 
ional staff are borrowed from 
various: ministries. This section was 
established to provide clerical and 
secretarial support to these projects 
and to ensure continuity and thus 
attain economies of scale. Project 
Services also assists the director on 
coordinating the administrative ser- 
vices of Treasury and Economics; €.g-, 
accommodation, equipment, and inven- 


tory. 

6. LIBRARY 
fhe library maintains an up-to-date 
record of management and personnel 
administration and can be used by all 
parts of government. Books and 


periodicals are available on loan and 
all publications are ordered for cs¢ 
use. The library has a (limited) 
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ADMINISTRATIVE SERVICES BRANCH (continued) 


Support Services to Other Branches in the Civil 
servi O on (continued) 


Gener 


The branch provides direct staff-related ser- 


vices 


thus providing a line function much like that 


o£ ot 


7 


research capacity to compile available 
material on given topics, which 1s pro- 
vided upon request to staff in assist- 
ance with various publications and 
other media in the Commission. 


CIVIL SERVICE COMMISSION SECRETARIAT 


This office is responsible for adminis- 
trative support services to the Chair- 
man and commissioners. It is designed 
to provide a continuum of function and 
availability of resource material for 
both the Civil Service Commission and 
the staff of the Commission at the 
decision-making levels. This involves 
ion and consolidation of back- 
erials and preparation and 
cumentation of materials for meetings 
F both the Civil Service Commission 
f and internal management meet- 
(See pages 8-10.) 


al Government-wide Services 


a) 


ko line ministries across the government, 


her ministries. 
COMMUNICATIONS AND PUBLICITY 


Fhis section is unique in that it pro- 
vides services to both the staff of the 
Commission and the general Ontario 
Public Service. It is responsible Cor 
the publication of Topical, a bi-weekly 
newspaper which describes government 
programs. Job Mart, a weekly publica- 
tion, is also produced here. It notes 
yaecancies in the Ontario Government and 
thus acts as a vehicle for the Staffing 
Division of the Commission. It appears 
as a section of Topical every second 
week. These two papers are distributed 
to all civil servants throughout the 
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ADMINISTRATIVE SERVICES BRANCH 


nt VO be! A i! (continued) 


General Government-wide Services (continued) 


province and are also available in the 
government bookstore. Currently, four 
S | iL issues are mailed to OPS pen- 


CHAPLAINCY SERVICES - 


This section has the responsibility of 
ensuring that there is an adequate 
supply of trained clergy available to 
government institutions for chaplaincy 
positions and that the chaplaincy ser- 
vice provided is coordinated and in 
keeping with existing government stand- 
ards and policies. The chaplains on 
staff in a number of ministries provide 
pastoral care to inmates and residents 
in institutions of the Ministries of 
Correctional Services, Health, and Com- 
munity and Social Services. The Chap- 
laincy Coordinator acts as the focus 
for liaison between these ministries 
and the Interfaith Committee of the 
Council of Churches. 


The new concept of Regional Coordina- 
tors of Pastoral Services is given 
direction and supervision from this 
section. The function of the Regional 
Coordinator is to enlist, train, and 
coordinate the work of the community 
churches. At the moment, there are 
four regional coordinators and one 
overall coordinator, with plans to have 
nine regional coordinators in’ SCtwo 
years. 


CHARITY TRUST OFFICE 


Many of the more than 70,000 people in 
the Ontario Public Service are involved 
in a wide variety of charitable activi- 
ties. This section, on behalf of the 
government as an employer, provides 
coordination of the United Way and 
Cancer Society and Heart Foundation 
appeals throughout Ontario. It also 
extends this service to the Cancer and 
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IISTRATIVE SERVICES BRANCH (continued) 


il Government-wide Services (continued) 


Heart appeals and Employee Blood Donor 
Clinics within Metro Toronto and the 
SUEE 


Sunding area. 


4. QUARTER-CENTURY CLUB 


Currently coordinated by the Direct 

S club was established by a gro ee 
public servants for employees. ae the 
Ontario Government, who, after 25 years 
of continuous service, are entitled to 
membership. Regional banquets across 
cies province are held annually for 
le wt are "Quarter-Century Club" 


Ot ther ‘Re sponsibilities 


Given the range and variety of services ore- 
vided, sections within the Administrative Ser- 
yices Branch operate somewhat indesendentiy of 
each other; they report to the Chairman of the 
Civil Service Commission through the #ranch 


Director. 


The Branch Director also has responsibilities 
outside the day-to-day operations of the 
various sections; e.g., coordinating the comp- 
troller function for the Civil Service Commis- 

sion, publishing an internal staff newsletter 
called "CSC News", and developing related poli- 
cies and programs for Commission staff, such ‘a6 
the internal Orientation Program for new 
Employees. Staff of the various sections sup- 
port these activities. 
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cover was designed by John Heginbottom (Treasury 
Economics) and printed "RUSH" by Rattan Suder- 
a (Government Services). On behalf Of the Com- 
ion, my thanks to both gentlemen for their 
bearance and help. 
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If. you have any questions about the contents of the 
cook, please feel free to contact either me or the 
director/fofficial responsible for the area about 
which you have questions. 


Me oe eee 


Mary C a 

Manager, rsonnel Services 
and peo ae Action 
Administrative Services Branch 


August 15, 1980 
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